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SUBJECT t Report® Management 


1. AdR&niatrative and maaegmaeBt reports constitute a major portion of 
ear ever increasing paperwork volume. To what extent can we increase the mlue 
of these reports and provide stapler and wore direct reporting methods? lot? 
mam ef omr reports duplicate other paperwork, or in other ways are nonessen- 
tial? Wha t do our report# cost sad are they worth the ea$>aniifeure? We do not 
hav e the answers for we have never takes, a searc hing look at this problem* 


2 . i have therefore requested the Chief, Management Staff to coordinate 
a reports management program far the 3S/8 area* As an initial step you are 
staked to survey your reporting requirements to determine ifcerehjr irfmjvaments 
can be effected iaaediately, and to provide the foundation for a continuing 
program. Enclosure 1 provides instructions for this survey. Inffermtioa of 
a general nature is contained is enclosures 2 through 6* Additional espies 
of s' 1 ! en c lo sures nay fee obtained from the Management Staff, Extension 3862* 


3* A H>/S deports Review Panel ooaposed of the Records Management 
Officer for Reports, Management Staff as Chairman, and Reports Management 
Officers representing Offices and Staffs, will review all recommendations on 
iater-Offiee and inter-Staff reports. Recommendations on intra-Office ana 
intra-Staff reports will fee reviewed at Idle Office Director or Staff chief 
level. The Management Staff will follow through on reeemaendations of the 
m/S Reports Review Panel as approved lay the Deputy Mrectmr (Support), and 

assist you with the development of improvements resul t i ng from your surveys* 


k. The ta rget date for conplotiag your phase of this survey is 7 levsaber. 
Recommendations developed within your office during this survey will then be 
consider ed an d acted «p»n, and you will es tabli sh procedures for effective 
c ontinuing control and iaprov eaent of reports within your area. The Chief, 
Management Staff will provide guidance in establishing your Reports Manage- 
ment Program. 25X1 A 


<S*fij )i] 


Acting Deputy Director 
(Support) 
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MaiM 


fC&i S&roatar of s©a»«iie*tte»* 
trootar of j—— — ol 
:itro#t*r of 
iaiwrol Com— 
foetal a— part HlaM to 
ilrootar of aaouritar 
bi*f, Aod&i Staff 


imwi? 


4r**tar of lo^Lotioa 
«felaf» Stiff 

wbi «f f i >nau.ooant staff 
vJbt«f * woaMMwftaX Staff 
ai w f, reboot Airtjdatrattre slaaaisg *—** 


1* tdteisdoiimtiTo oat wmm&mm 

oof two tat r ooting pajawwork oolaao* 


r wa grtta oonatltato a »*J©y porthoa u 
fTwhat vttaat mm wo t«mw tiw tala* 


of $Imm toowrii aa*^ pvovMo ataplor oad ooro ^firoet ro— ft-fes aotftO'* ut«< 
mb^ of o«r nparto ^lioat* ©t— r pap^navk# or in ©Aiwr w^o are oaMo^ 
ttS? Mho* do ow* report* — aat «ro tiwy wsrUi tfeo * w. 

Imivo tfto mpmkv for wt hawo amr to ft on a o a aroh&ot *«**• 41 p»t A ofc.. 

g. I haw thorofwo rwpoatoi sfeo ufctaf, ——M— ■*&*** J® ' 

«aa fc# sfJaJtS. fjMO&atofr, «wi to pro* 10# tho fo— —tie* for « _^oat iaot^. 
pregnm. aetosw i g^ii-0 

a wtw ^ mfeapo la tootaiaol 4 b aodeowoo $ A* «-.»& «toaat 

e f i ^ S ^IoiNtrw mm* ho «MMdaod froo *— Mem*mmt staff* ji»tMoaftao s |*k. 

ttLxmr for amorto. -ftn-r— ■* Staff m Omirmm , «oa tsporto HM|a«t 
uffiooro rnariiowntin, 6ffftMt awt toff » # wUi. *ooi»o ail *0Ma««»»4*yto®* on 
iittog-fffloa —a iiitoi**—** report*, s — w— i la— oa Urn-pin** »r- 
latr ar-Staff rofarto wtU ho go tta— 1 «*• fh# Off!— 3tr— tor or staff 

ft# m— «—« staff wtU follao thro*# « r o a— a — a ^ te * 

Ap i 1 ». lirrt n ** mm! HM fonot ff-W Oil JTPWMl feflf thO - OpatST 3tgOO%ar t^Wj|ftpWrfcJ * 004 

itu a— UtTywi with the tSwtlopsMKtt of iaprowwaat* r— olt tag fro* jrow* *irv«gr«. 


